APPLICATION FOR REGORDS DISPOSITION STANDARD ' |

f ! i i\
INSTRUCTIONS: Prepare in duplicate and forward to'the Records Management Analyst, Management Systems Division
3. Dept , Division, Sulnlivision & Administering Office Address FOR RECORDS MANAG‘FEHENT DIVISION USE

! . Date Recaived Application No. Date Completed

Dgapgrt:.ment of Finance and Administration; Jle 31 1978 7?-[5‘ AUG 8 1978
Division of Contracts and Procurement i ;
Peachtree Summit, 401 W. Peachtree St. NE [ Apslication 2. Dept. Application No.
Atlanta, Georgia 30308 ‘

4. Person to Contact ) 5. Working Title ﬁanager of 6. Telephone Number
Joann L. Bahn Contract Control 586-5269

i 7. Action Reques!
a1 Estublish Retention Schedule; record will continue to accumulate.

b. [ Dispose of present accumulation; no ftrlher accumulation anticipated, .

¢. O Amend Application No. —_ - Check One: [0 Change; [ Superceds; [ Void

8. Dates of Series . 9. Records Series Title {followed by title used in office; if different)
Eartiest L atest
1977 | Present | Vendor Information Packages Files ‘ L
10. Division and Cffice Function What is the function of the Division and the Office in which this record series is created?

implementing Authority-wide purchasing procedires, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and
maintenance of all contracts and related contract documents so that they are available for
audit and periodic review. ; )

The Division of Contracts and Procurement is responsible for developing, maintaining, and |

11 Record Series Description This file contains the follo;ri:\; documents !fnciude form numbers and titles, if any):
Attach samples of the file, .
Bocuments relating to: Automated system of vendor qualification and
information.
. Included are: Vendor Information Sheet (Form 0848) and Items Supplied

List (Form 0888) completed by vendor.

File is arranged: Numerically by vendor number,

12. Monthly Reference Rate How often are records referred to whié;:_sre: T
One to six months old ___g___l__ ; Seven to twelve monthsoid __ Q0 = 1 _ . ; Thirtesn to twenty-four monthsold ___ (0 - 1 .
twenty-five months and older 0.+ :

3. Annual Rate of Accumulation of Records

Letter-size drawers __ ___

.Legalsizedrawers ____ . . ; Shelves 1 —.; Other {mif", . -—
: <
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YES NO‘ 14_ Ouesnonnanre {Place an ¥ in the proper co!ymn) e o . i
a. Is this the ofhcual copy of the series? : :
x| Mot whereisi? | Y S J
b. Does the series contain confrdenual mformnlmn requiring security handling? Lf yes, cne Vaw or reguiation,
x f . \

g T

c. Is thi wla! dEord?
| x| et igg vital
X
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e mae—m—, - e e i et e e b e a o el e e
] I n.i.u"‘m& antes hove hastonieal o \nnu ll‘l moreseinceh vidun?

0 Whesih o o lwu docements o e Bl onake i aasrssay Lo kesspy the endoe Lile oy a oy pestsocd, cold these documeits b

>4 ‘___scheduled separately?
% | . I 15 the information contained in this series ever published? If ves attach copy. I
X 9. s the information contained in this saries ever snalyzed and/or recorded in a summarized report?
If yes, anach | copy.
" h. Is there & duplication of this series in your office. or in another office or agency? o T T
X If yes, where?
v _ .i:r,l_i‘t}is—s;;é?o” mé;e—a;"fomon of rt} regularly micratr‘r{'ed? Mi::_:j_ B a :“_ I T T
5 || i Does the record series cdsult in a compurer prinour? e
15, Retention Requirements The following requires lha series to be kept: T
a. State Law - . years. d. Audit period s e e .2 YOS,
b. Statute of limitation e Y@, e. Administrative nged . ‘L years.
c. Federal law —_ . Years. f. Federal retention instructions e e e y@aArS,

Attach_popy ar excert of laws or regulations. Explain administrative need.

e

16. Approved Dlsposluon lnsnucuons This agency recommends 1hat the file series be cul off a1 the end of each:

[ ] Catendar Year; 1] Fiscal Year: D Orher _ At ﬁ-kﬂll‘-_"_ e e o __ then,

A

L) Hold in the current filesares — _ ... .__ monthls} o . yearis); then
f3 Transfer to local holding area; hold ... yearls); then

B Transfer to State Records Center;hotd __ &L yearls); then

6d Destroy.

(O Transter to State Archives i6r permanent retention.
Y Other (Specify)

‘Hold in current files area two years past date received.

Transfer to Authority Records center. Hold for two years. Then
destroy,

These instructions apply to alt prior and fulure accumulations ol 1he senies

{Indicate briefiy rationale 1or recommendatinns .nuw»’or wrile .uhimnnal remarks):

17, APPHOVALS

Approvad

" Dapartment Recards Managemant Officer T T Appey f ) T T

Jopartmant “of Archwes and :astorv
ARTA Management AJw;E)?; ‘Commitias  Date ]
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